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ORGANIZATION
20 March 1953

12.
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COMPTROLLER

MISSION

The Comptroller is in charge of all budgetary and financial operations of the
Agency; is responsible for program and financial analysisj; and will advise t he
Deputy Director (Administration) on general Agency efficiency, organization
structure, functions, manpower requirements, and administrative procedures for
all components of the Agency.

13,

FUNCTIONS

The Comptroller shall:

1.
Je

O.
P,
q.

Vs

Recommend the establishment of Agency fiscal and budget policies and estab-
1ish procedures for their implementation.

Develop, prepare, and execute the Agency budget and finance programs and
furnish advice and assistance to Agency officials in all matters of finance
and budget policy.

Supervise the operation of all budget and all financial programs of the
Agency.

Develop and maintain effective budgetary and financial reporting of the
Agency's activities.

Assist the Director in presentation of the Agency annual budeet estimates
to the Bureau of the Budget and the Congress.

Control all liaison and contacts with the Bureau of the Budget on Agency
matters,

Supervise all liaison with other agencies in connection with budget and
finance matters.,

Establish necessary fiscal accounting for the assets and liabilities of
the Agency.

Provide budget and fiscal services for the National Security Council.
Establish, in conjunction with appropriate Agency components, accounting
systems and financial reporting requirements for projects. Install or
supervise the installation of project accounting systems where practical.
Develop, in conjunction with appropriate Agency components, issue, and in-
stall the necessary accounting systems and financial reporting procedures
for I i nstallations.

Develop and maintain effective program and financial analysis and prepare
and distribute appropriately analytical reports and statements.

Conduct, in cooperation with Office heads or their designees, or as
directed by the Deputy Director (Administration), studies of organization,
functions, methods, and procedures and recommend improvements.

Investigate various makes and types of office machines and equipment and
assist in developing suitable applications thereof,

Plan and direct the aAgency's iWork Simplification Program.

Prepare the annual report on the Agency's Management Improvement Program.
Review requests for establishment of, or changes in, tables of organization.

ORGA WIZATION

See organization chart.
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25X1A Reference: _ 20 March 1953

- OFFICE COF COMPTROLLER

PROGRAM ANALYSIS STAFF

Under general direction of the Comptroller, plans and develops
policies, procedures, standards and techniques over:

a, A system for review and analysis of CIA
program and financial activities

b. Progress reporting of CIA organizational
elements

¢. Review and analysis of reports and report-—
ing systems

Program Review and Analysis

Analyzes major programs of CIA for balance as to requirements
and resources, phasing and consistency with schedules and objectives;
analyzes implementation of CIA programs, polnts out deficiencies and
recommends action to be undertaken.

Establishes implied and mutual relationships between and among
the reported performance and progress statements and financial data
by organization structure, appropriation structure, functions, programs,
sub=-programs, projects and activities.

Correlates and integrates program performance and progress
reports; conducts a continuous review and analysis of the reported
performance and progress of CIA programs, evaluates and highlights
program performance and progress. ‘

Maintains liaison with and participates in research on program
planning procedures, factors, and other program devices.

Provides assistance to program planners in determining the
feasibility of programs prior to their implementation.

Participates in the development of the program structures and
formats to insure that they are so constructed as to aid the dis-
charge of the Comptroller's responsibility for the review and
analysis of program progress,

Under the direction of the Comptroller, participates in studies
to establish the feasibility and practicability of the financial
program structure and any modifications thereof,

oo
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Participates in the development of requirements of CIA for
progress data on each program; and in designing a wniform reporting
System which will be suitable for program contrel and evaluation by
the Comptroller.

Appraises the objectives, structures, definitions, and
characteristics of CIA programs from the standpoint of their amena-
bility to significant progress reporting and evaluation,

Organizes special working groups for study of problems involving
review and analysis of CIA programs.

Reviews and analyzes current and proposed mission directives in
the light of the financial data received to determine proper assign-
ment of functions, and to clarify-relationships with other segments
of the overall program,

Progress Review and Analysis

Financial management review and analysis of reported performance
and progress on CIA activities including basic assumptions, scheduled
and attained objectives, program elements, resource requirements and
utilization, priorities, quantitative and qualitative factors, per-
formance standards, substantive statements and explanation, and influencing
situations and factors outside the control of the Agency.

Integrates and translates the reports of program performance
and progress into an overall picture of the status of financial
management programs; and shows apparent and probable (1) imbalances
of significant factors such as priorities, resource requirement,
resource utilization, resource distribution, time schedules, procure-
ments, supply schedules, facilities, etc., within and among CIA
programs; (2) deficiencies, inefficiencies, and extreme variations
in executing programs; and (3) satisfactory achievements and
accomplishments,

Develops policies, methods, procedures and techniques governing
the periodic measurement and evaluation of actual against scheduled
accomplishments in the execution of CIA programs.

Prepares periodic Summary type program progress reports for the
Director of CIA and his Deputies, comparing current with programmed

status, indicating trends, economies, efficiencies, highlighting delays,
difficulties, imbalances, and needs for program revisions,

-2 -
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Prepares manuvals or appropriate parts thereof prescribing the
principles, methods and techniques of program review and analysis.

Review and Analysis of Reporis and Reporting Systems

Develops policies, methods and procedures governing periodic
reporting of program performance and progress.

Establishes standards for the preparation of reports.

Supervises the preparation of analyses, reports, and publications
on the activities and accomplishments of CIA,

Directs special surveys of existing reporting systems to determine
néeded improvements therein, or the desirability of completely over-
hauling or discontinuing them.

Analyzes existing systems of recurring reports for the purpose
of determining whether they will provide the data required for the
analysis of program progress.

Organizes studies, analyses and recommendations dealing with
specialized aspects of the reporting system for the purpose of
incorporating necessary special requirements into the system.

Conducts field surveys of reporting systems throughout the CIA
organization to assure compliance with prescribed regulations and to
give technical assistance or guidance to reporting offices throughout
the Agency.

Supervises continuous re-examinations of existing procedures,
methods, coverage, definitions and other phases of the reports and
reporting systsms to uncover gaps, inconsistencies, and shortcomings
in the data being produced by the reports and statistical reporting
systens.

Makes special studies in problem areas indicated by the evalua-
tion of performance and progress data to determine the adequacy and
accuracy of the data, or to determine more specifically the definition
of the areas and the seriousness of the problems involved.

Determines essential requirements and needs for data which can
be used to measure program performance and progress.
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Investigates and analyzes reporting systems used by the other
agencies for the purpose of determining the desirable portions which
should be incorporated into the proposed systems,

Provides evaluations of the effectiveness and efficiency in the
utilization of money, manpower, and material resources in achieving
the objectives of CIA programs.

Advises and consults in the development and integration of
internal reporting systems with Agency-wide systems.

Assists in bringing about wniformity of internal policy and
procedure within field elements, and consistency in the interpreta-
tion and utilization of statistical and reporting standards.

Plans, develops, prepares and provides field elements with
reporting techniques, training aids, and technical aids and guides.

Participates in the establishment of field progress reports
to make sure that essential information is collected, analyzed and
presented.

Plans, develops and promotes, in coordination with the Office

of Training, the training and indoctrination program for review and
analysis personnel in the field.
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3. Reason for submission: 5. C. 8, C. certification No

leITED STATES CIVIL SERVICE COMMISSION (a) If this position replaces another (1. e., a change of duties

in an existing position), identify such position by title,

T Saran &} M -2 45

(b) Other (specify) 7. Date received froxﬁ C. 8. O

allocation (sofvice, series, grade), and position number
- POSITION DESCRIPTION d oo °’r’“ﬁ°““°} 3

8. CLASSIFICATION ACTION ¢

/ CLASS
ALLOCATION BY CLASS TITLE OF POSITION INITIALS DATE

éervice%ies Grade

a. Civil Bervice Commission

b. Department, ageney, or v/-

cstablishment mi' ’ G b ; l 01 ﬁ

c. Bureau

d. Field office V.

e. Recommended by initiat-
ing office

9. Organizacional title o1 position ( if any) ’ 10. Name of employee (If vacancy, specify Vi, 2, 8, or 4)

e. Third subdivision

b Second subdiVISlon B ] R , e. Fifth subdivision . V . 25X1A

12. This is a complete and accurate description of the duties and responsibilities of | 13. This is a complete and responsibilities of this

my position

’ lgnature of immediate supervisor, (Date)
- (Signature of employee) (Date) Title: De ity Comptroller
*| 14. Certification by head of bufeau, division, field office, or designated representative | 15. Certification by department, agency, or establishment
(Signature) (Date) (Signature) (Date)

Title: Title:

16. De¥cription of duties and responsibilities (See Guide to Position Classifiers, Employees, and SBupervisors for the Preparation of Position Descriptions, Standard Form No, 754)

A vorks under the very gmwerel supervision of the Somptroller and his Deputy in the
eapacity of Chief, Program Amdysie BUaff, Assvees dslegated mesponmiMlity for fove
mlating, developing, direeting mnd coordinating the mmerous phases of & corprehsnsive
mm:mwwwmmmmm-aémmwmw
major Azemmy opersticnal snd suppert prograns, for the purpose of furadshing

m&wﬂw&%m&mmﬁm,tammm other top peliey midng
officisls, consegning the progreds, success, petontisl valus and/er non-vilus of the
Wummwﬂummamdm¢

Permmlaten md develops sn anslywie snd reporidng perosreay Wuhm%mm
study of all phases of Ageewy opersticns deteralnes wideh mjor operatisnal :
Wmmmnmmmommmmmmmmw
current or correlated scalyses) setablidhes, in conjueticn with supe:ler, the priorily
of prograas %o be soalysed, basing fined degieione e requiresents of higher awtherity
togsther with conaldersation of the zagnituds of & Aven progees snd 1ts eoffest w
rotentinl sffovt on the dssion of the Apeney) estisetes the type and quenidly of
unfersmation necessa,y Tor the snalysis of & sAjor pregras, setting forth, foar subordlie
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ACCOUNTANT - CHIEF, PROCGRAM ANALYSTS STAFF - (S 15

I. Organization Mission

The Program Analysis Staff is responsible for furnishing advice to
the Comptroller and top Agency Ufficials based on analyses and
evaluations of major Agency operational and Support programs. To meet
this responsibility, the Staff plans and develops policies, procedures,
Standards, and techniques for the review and analysis of Agency programs,
projects, financial activities, reports, and reporting systems; consoli-
dates available data and presents comprehensive and analytical progress
reports on the various organizational elements of the Agency; maintains
liaison with top level officials of the Agency while participating in
research or programn planning procedures and program requirements to
assist in determining the feasibility of such programs .rior to their
implementation; makes recommendations based on its findings for initiation,
revision, amplification, or simplification of accounting, reporting, or
program procedures; and, functions generally as a source for analyses of
financial statements and reports within the Office of the Comptroller.,

II. Job Summarz

As Chief, Program Analysis Staff, works under the very general super—
vision of the Comptroller and his Deputy in the capacity of Chief,
Program Analysis Staff., Assumes delegated responsibility for formulating,
developing, directing and coordinating the mumerous ohases of a compre-
hensive program the major functions of which include the analysis and
evaluation of, and reporting on, major Agency operational and support
programs, for the purpose of furnishing current and accurate information
and data, to the DCI and other top policy making officials, concerning
the progress, success, potential value and/or non~value of the programs as
they relate to the over-all Agency mission.

III. Nature and Variety of Duties

Formulates and develops an analysis and reporting program: Through
observation and study of all phases of Agency operations determines which
major operational and/or Support orograms reyuire individual analysis and
those which lend themselves +o concurrent or correlated analyses;
establishes, in conjunction with superior, the priority of programs to be
analyzed, basing final decisions on requirements of higher authority
together with consideration of the magnitude of a given program and its
effect or potential effect on the mission of the Agency; estimates the type
and quantity of information necessary for the analysis of a major prograr,
setting forth, for subordinates, the methods and technicues of obtaining and
presenting; establishes supplemental reporting requiremcnts including data
on expenditure of funds, utilization of man power and equipment, etc., to
be submitted at regular or special intervals by the officials in charge of
the program undergoing analysis,

Approved For Release 2000/06/1’;3‘”"5CI'¥R,Q‘P78-05551A000100070004-5

Tt



B 2 ol
| y

" A

Approved For Release 2000/06/13 :-CIA-RDP78:05551A000100070004-5

ACCOUNTANT - CHILF, PROGIAL, ARALYSTS STAFF - GS 15 - Continued

IIT. Nature and Variety of Duties - Continued

Directs and coordinates the activities of subordinates : Assigns
specific phases of projects with instructions as to scope of cowsrage
to be made, information and/or data required, time limits in which to be
obtained and whether to be presented in graphic, statistical or narrative
form or combinations thereof; spot checks efforts of subordinates during
the process of fact finding, lending assistance as required, such as
making personal contacts with operatins chiefs to smooth out controversial
issues dinvolving possible security or policy infringements as result of
furnishing information sought; reassigns subordinates to project phases
having higher priority or more commensurate with their individual skill
and ability; reviews completed work for adequacy as relates to original
instructions and for usefulness in the complete program analysis; develops
employees through systematic on-the-job training in all facets of program
analysis including methods and techniques of fact finding, statistical
analysis, accounting, financial analysis, utilization of man power and
equipment, etc.; evaluates subordinates service; and approves the hiring
removal, or reassignment of employees,

Prepares final analytical reports on programs analyzed with complete
evaluvation and recommendations. Integrates subordinates fact finding re-
ports and own findings and fragmentary analyses together with periodic
reports and operational data submittied by program officials into a final
program analysis; prepares or directs the preparation of additional
explanatory narrative, graphic and statistical data in order to present a
comprehensive study of the program undergoing analysis; from this material
prepares & factual evaluation concerning the progress of the program
whether it is on schedule, within estimated budget requirements, whether
more or less manpower and equipment has been utilized than estimated,
whether the accomplishments appear to Justify the means, whether specific
operations in the program could be eliminated without Jjeopardizing the
program as a whole, conversely, whether the efficiency of the program would
be enhanced by increasing the Scope or intensity of specific opcrations
therein, etc.

Prepares recommendations in support of program evaluation which fre-
quently form the basis for Agency policy and operational revisions of major
importance,

Performs other incidental duties as assigned,

IV. Standard Factors:

Supervision: Incumbent is responsible for the supervision of
employees of the Staff, directs and coordinates the activities of
subordinates, and makes snecific work assignments.

£ A Ey T
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ACCOUNTANT - CHIEF, PHOGRAM ANALYSIS STAFF - GS 15 - Continued

IV, Standard Factors: - Continued

Scope and Effect of Work: Through the development and install-
ation of effective techniques and systems for conducting analyses
and evaluations of programs, projects, or other activities of the
Agency, to function in an advisory capacity to management through
the Office of the Comptroller,

Supervision and Guidance Received: Incumbent operates under the
general supervision of the Comptroller or Deputy Comptroller and is
subject to policy guidance only on the most unusual procedural problems,
Chief sources of guidance include administrative and program policy
regulations of the Agency, contracts or other agreements negotiated by
the Agency, recognized analytical, statistical, and accounting
procedures, and the regulations of other U. S. Government Bureaus and

Agencies tothe extent applicable to the problems at hand.

Mental Demands: A major responsibility of the incumbent is the
training of persomnel and the development of new procedures tailored
to meet the needs of the Agency., In consequence, the incumbent must
be alert at all times to the various types of action programs,
projects, and related activities undertaken by the Agency as well as of
the accounting methods ard reporting procedures which have been in-
stalled to provide for their control by management,

Personal work Contacts: These include liaison with the DD's and
their assistants, top office and operating chiefs within the Agency,
top ranking industrialists, financiers, economists, etc,, and high
level officials in other U, S. Govermment Agencies,

Ve Special Factors:

A comprehensive knowledge of economicy international affairs, and
foreign languages would be helpful,

VI. Job Requirements:

Incumbent must possess an exceptional background in both Government and
commercial accounting, in the analysis of miscellaneous reports and
financial statements, and in statistics including graphic presentation and
nmethods, together with a thorough knowledge of reporting techniques; must be
able to compose written textual material in introduction to or in support of
charts, statistical tables, and financial statements prepared by the 3taff
as a part of its individual analyses or reports; must write reports evaluat-
ing the effectiveness of the respective programs; and edit and review the
work of subordinates, A corplete knowledge of the organizational pattern and
functions of the Agency as well as of its regulations and administrative and
accounting policies is also required. Incumbent must be able to direct and

T T
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ACCQUNTANT ~ CHIEF, PROGRAM AMALYSIS STAFF - GS 15 - Continued

VI. Job Requirements: Continued

coordinate the efforts of subordinates in the development of the various
analytical programs which he initiates.

VII. Job Progression:

Progression to this position will normally be from a subordinate
position in the Program Analysis Staff. However, promotion and/or
reassignment may be made from supervisory positions within the Office
of the Comptroller provided the candidate meets the requirements listed
above,

VIII, Physical Demandss: Of minor import.

X, Distinguishing Features:

This position is distinguishable from lower-—graded staff accounting
positions in that the incumbent represents the Comvotroller or Deputy
Comptroller in any matters which require attendance of incumbent at
policy-making meetings or conferences. Incumbent also assumes full
responsibility for the successful completion of all major assigmments
subject only to policy review and guidance.

-l -
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SCCOUHTANT - DEPUTY GHIEF, PROGRAN AMALYSIS STAYF - GS-1l

I, UOrranization Kission

ihe Program inalveis Staff is responsible for furnishing advice to
tire Comptroller and top 4pency Gfficials based on analyses and evaluym
ations of major Apency operational and supoort mrograns. To meet this
responsibility, the Staff plans and develops policies, procedures,
Stndards,; and techniques for the review and analysis of Agency programs,
projects, financial activities, and reports; consolidates available data
and presents comprehensive and analytical progress reports on the various
organizational elements of the Agency; utilizes pertinent data, which the
Staff has collected and analyzed, to assist top level officials of the
spency, who are engaged in program and/or project planning, in deter-
rining the advisability of undertaking such programs andfor projects;
rakes recommendations based on its findinvs for initiation, revision,
amplification, or simplification of accounting, reporting, or other pro-
cedures 3 and, functions renerally as & source for analyses of financial
Ctatements and reports within the Office of the Comptroller.

T, JQb Summam

48 Deouty Chief, Program Analysis Stalf, works under the general
Sapervision of tne Chief, Program inalysis Staff, with full authority
to act for the Chief in his absence in all matters pertaining to the
conduct of the business of such Staff, In this capacity, assumes
Gelepgated responsibility {or formulating, developing, direecting and
coordinating the numerous phases of a comprehensive program the major
functions of which include the analysis and evaluation of, and report-
ing on, major Apency operational and support programs, for the purpose
of furnishing eurrent and accurate information and data to the DCI and
other top policy-malking officials concaerning the prozress, success,
2nd potential value of the programs as they relate to the overw-all
Aogney nission.

Lil. Hature and Variety of Duties

Formulates and develops an analysis and reporting; program through
ohservation and study of all phases of Asency operations and determines
whileh major operational and/or supnort brograns require individual
analysis, and which lend themselves to collective or correlated analysis;
establishes, in conjunction with superior, the priority of prograns to bhe
unalyzed, basineg final decisions on requirements of higher autaority
terether with consideration of the magnitude of a given propram and its
gifect or notential effect on the mission of the igency; determines the
bype and quantity of information necessary for the analysis of a najor
wrogram, setting lorth, for subordinates, the methods and technicues of

. 4
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i,am.zz © the procass of fact finding, lending assistance as required sueh
c;:s ek nn nersonal contacts with operetine “chiefs to smooth out c;“- '
‘aj:'?v;ersm}. issnes involving nossible seeuritv or nolicy ir;f’rinwer"w;ts
is;z:i.czx Y msfzﬂﬁ Pros fumishing information souht 3 mmi@s“ﬁ;ﬁenﬁ«-
mates to oroject phases having higher prioviby or more cormensurate vith
taeir Individual £+i1ls and abilitiess reviews completed ﬂémr”; g‘or o
ggx@quw.:;;- in 1‘81&?‘:5_.0:‘3 to orisinal instructions and “:it‘o:" -;.z;éfuL;;ess in the
4}3.%3'#;1 an::}lmls of the program; develops eznlo ecs through syBben-
atic {?n"‘tﬂ@-';{.i)b trainine in all faceds of oyvow analysis incl:zm ng
i thods and techmiques of fach firding, statist ~idl analysis acﬁc;a;.t-
Ly Tinancial analysis, ntilization of man power and eqrzigmént obca s
cveluates subordinates servicesy and ar;pmveg the hiring reraé\rg.l« ':’
reussigmment of emnlovees, ) ‘ = s

~_ ‘repdres {inal analytical reports on programs analyzed with complete
evilmation wid recommencations, Intecrates sﬁbor&inat&ﬂ' fact finding
}:‘a::;g)t}::"'%;s and om findines and nartial analyses with periodic re rts. wd
ff:‘“wr oreraiional cata sulnitted by progran officials to nmdugg & f';;kl
aa_ﬁ;*manalvsm; reparcs or directs the preparation of fas;idi.tizmalh
wepeanauory narrative, sraphic and statistical deta in order to present
¢ conprenensive study of the progran underzeoing anzlyeiss Trem such ‘
swserial, nrenares a factual evelustion concernins the :{ﬂcgzreé‘s of the
hﬂu‘l&;, wietier 1t is on schedule, within estimated bu?ivet mqmmer:e?}ts
weeuner manpower and equipment ulilization estimates arehbeinf* net, 7
wetner the dccomplishmonts apnear ¢ Justily the means *faetger 53 3o ifd
mg:arta%,mns in the nrogram could be eliminater witheut jgza ﬂrdlmrlz*pzhzj =
éi}éd;ﬂ;eh::mf;g?}fmaﬁ cfiz;t;r:arsefigf, whethcr‘ the efi‘?cimcy of the prosran
: P T anereasing the scope or Inlensily of speciliic onor-
“Llohd aeredn, etc.) prepares recommendations in sunvort of :>m:"mm‘
*ﬁi.‘“ifillnéi’%)lf.‘}'ﬂ wilch fremently form the basis for .’ir-encg,frpo‘l"?tr«f ézm’u 96
tyional revisions of major innortance, T e

verdomms other incldental duties asg assirned.

£
i

nfnrmation

Ea)
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[ = DEPUTY CUTTY, PROGEAY ABTIST STIFT = 55-1h - Continved

e Standard Facters:

supervision:  Tneurbent is responsible for ‘:‘he supervision of
2iapdo fsa«,.s Tecs of the /taff, directs and coordinates “he activitics of
suberdinates » and makes snecific worl assirmmenis.

sgone and flect of Jdork:s Through the development and install-
adion or erfeective tecimiques and systems for condociing analyses
wnd evaluations of nrograns, mojecta, or other activitics of the
ncyy to functdon in an advisery capascity to managerment Wwough
iz-:za Sifies of the Jomplroller.

Cuporvision and Cuidance Received: Incurbent operaites under
e Tmediate Suporvieion of the Chiel of the Staffy or, in his

abssnco, wder the supervision of the Compiroller or Depuby
sonpbtroller, and subject to nolicy guidance on the most unusual
srocedural mroblems, Chisf sources Tof guidance include adninis-
trative and nrecren molicy regulations of the Arency, contructs
or other asmpeaments ne, - .iated by the .pency, recognlzed analyti-
cal, statistical, and accomting procedures, and the regulations of
other ifs ¥e Government Dureaus ard Acencles to the extont applicabtle
#r tim problens at hand,

centald temandsr A major responsibility of thoe incumbent is the
Jevelomment of now mm&wes tatlored o mect the noeds of the
Lraneye S0 conscquence, the incubent must be alert at all times to
he warices types of action vrograms, projects, and related emtiwd.—-
ties wndertalon by the %rency as well as of the accounting nett
Wl renorhi mcaﬁ* ros which have been installed to prow..dzk for
iy control by remacement.

rersonal cork dontacts: Those include liaison with the Uits
sd tneir assistenty, top office and onerating chiefs within the
suoney, ton rankinge industrialists, financiers, economists, etcs,
and high level officials in other U, 5, TCovereent Aranciese

Yo OUpeeisl Factors: Hene

Yie  dub Hecuvirements:

Wipbent rust nossess a backrowd in both Govermment and compercial
aecomiting, in the analysis of riscellaneous reports and financial state-
nents, and in statistles ineluding zraphic presentution and methods,
bogether with & thorourh mowledge of reporting techniques; must be able
W comose wribtte: textual material in introduction o or in support of
chards, statisticel tahles, and financial statements prepared by the Sgaff
as a '»art of its individwal analyses or reports; nust write reports evelu-
aving the effectiveness of the respective programs; and edit and roview
the wori of subardinates, 1 commlete mowlodre of the orvanizational

T T e
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CLCUURITANT - DEPUTY CILGW, PROCRAY AALYSIS STAFF = CS=ll ~ Continued

Yie Jou Deguiresends: Continued

vatbhern and functions of the irency as well as of iis rerulations énd
wavindsirative and accounbing wolicies is also roquired. Incumbent must
se able o direct and ccordinate the efforts of subordinates in the
relotment ol the vearicus analyticel nrograng which he initiates,

‘TT

VIiTe Job Progressiont

Srovression to this position will normally be Lrom & suborginate
'x'ﬁ:?sj_twcm in the Program snalysis Staff. Jowever, promotion and/or
resssisnnont may be made from supervisory pogitions within the Office
i the Comptroller provided the cundidate meets the reguirenents listed
L HIVE ¢

TTILs Physical Demands: Of minor importe

T gtinmrishine Features:

“his position is distinruishable from lower-sraded saflfl accounting
Ls:;a itions in thet the incwibent represents the Chief, Program .\nalysls
»taff dn any matters which recuire sabttendance of incurbent at mncyw
w:‘:.r meabings or conferences and that in the absence of the Chief, has
gt} %ﬁmrity to act for the Chiefl in &1l mattors pertainin: it the
Tmsingss of the Staff, Incusmbent &lso ssswses full technical respongl-
uiﬁi::. v for the s acaessfql conpletion of all major assignments subject
ol %0 nolicy review and guldance.
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SCUOUNTANT - BHOGHAM AUALYSIS STAMY = GSel?

I. Orranization kission

"he Program hnalysis Staff is responsible for rurnishing advice to
the Gomptroller and top ismency viticials based on analyses and evalu-
ations of major Agency operational and support programs. ‘o meet This
responsibility, the Staff plans and develops policies, procedures,
stundards, and techniques ror the review and analysis of ipency Programs,
projects, financial activities, and reporis; consolidates available data
ard presents comprehensive and anulytical progress reports on the wvar-
jous organizational elements of the Agencys utilizes pertinent data,
siich the Staff has collected and analyzed, to assist top level officials
of the Arency, who are engaged in progranm andfor preject planning, in
determining the advisability of undertaking such programs andfor projects;
akes recommendations based on its findings for initlation, revision,
amplification, or simplification of accounting, reporting, or other pro-
cedures; and, Tunctions renerally as & source for analyses of financlal
sietements and reports within the Office of the Lomptreller.

iTs Job Summary

is Accountant - GS-13, with a background in the iield of analytical,
accounting, and statistical methods, and with responsibility for perform-
inz in a major werk area, assumes delepated authority for formulating,
developing, directing, and coordinatin: assigned phases of a compre-
nengive program the major functlons of which include the analysis and
ovalvation of, und reporting on, major iAgency operational and support
prosrems, for the purpese of ifurnishing current and accurate information
41 data to the DCI and other top policy-making officials concerning the
010, TEeSs, success, and potential value of the prosrams as they relate to
the over-=all Agency mission,

iil. &ature and variety of Buties:

Collaborates with the Chief or Deputy Chief of the Program analysis
Staff in formulaiing and developing an analysis and reporting program
£rourh observation and study while engaged in the conduct of detailed
exominations of wajor Avency operatlonal and support programns; advises
o the availability of data; and recommends establishment of necessary
supplemental reporting requirements for programs or other operatlions to
he submitbed at repular or special intervals by cfficials in charge of
such prograns or other operations.

.dvises on estimated requirements of man-power and equipment to
garry oub assignments within prescribed time limits; directs and
coordinates activities of personnel assipned; checks efforts of
subordinates and lends assistance as required in interpretution of
pore diffieult accountinz problems; aids in the development of

A

]
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iwl? - Continued

Ll oture and “ariety of Tuties: fontinued

caployees throurh systematic on-the-job training in all facets of account~
- O T s Ly [P ’ Tuates h

roand progran, statisticsl, and financial &m.l ysisy and evaluates the
corvices of subordinates,

Jrepares [inal analytical reports on assigred progruns including
oyvalmw@tiong and wcamwsaatims rrepares narrative comuents to accompany
uiz&rﬁs, statisdical tables, or &cﬂamti;w schediles 7o tho extent

weessary o oresent a comprehensive study of the prograns analyzed;
mBmt@N the facts disclosed indicating, among other items, progress,
crficiency, avd econoniles of the ~srogra.as » 98 well as rrograp expendi-
wares in relationshipn to amounts budgeted; and submits recomuendations
useﬁ on sugh evaluations which ey f‘rﬂquemt}; form the basis for Acency
ouliey or fov wolicy revisions of major importance,

reviurms other incisenisl duties as assirned,

e Standard Factors:

S e

Cucervision: TIneumbent is responsible for the supervision of
Staff employeea as and whils they are assigned to work on projects
or programs with which incwrbent has been charged, directing and
ceordinatine the work of such subordinates and making specific
Vor's agsisnments

cgone and Bllect of work: Throuzh intirate kmowledpe of ro-
oorte and records mmm,.wecf nakes recoumendations to superiors of
chanres in accombting oy program policles or procedwres wiich may
be advisable; requests initlation of special anslyses and, m%d
o1 inaividual abilities, recosmends assignment of subordinates in
order to determine extent to whiech such changes in policise or
mrpcedures Yy DO NeCessaTy,

Supervision and Culdance feceived: Incumbent operates under
the irmediatce Supervision or wae vniey or Depuby Chief of the
frosran Snalysis Stalf and is subject to policy guldance on the
most wusual orocedural orobloms,. Chief soureces of gu’i.danca inw-
chxle adpintstrative and mrogran policy ram&ﬁm of the .gency,
conbracts or other a-roenents naf*otiatea by the igency, reco@miaal
aralviical, statistical, and accounting procedures, and the
“i}.l;l't&urlﬂ of other U. S, Dovernment Buresus and Aé;aawias to the
Ant anilicsble o the rnrobloms at hand,

cnbal bemands:  Tnouwnbent must be prepared ab all times to
ammftex* tzuf;as%,lzﬁ“ of siordinates or to indicate where such answers
sy e obdained.  Thias requlres comilete mowledee »f the various

.y
— e -
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ALYBTEH STATY w [3wlZ% - Continued

Ve Stardard Factors: Continued

Tyes ol action mwograms, rojects, and related activities undertaken
whe Apency as vell s of the accounting methoeds and reporiing

procedures widch have been installed to provide for their control by
ENBTEONL .

versunal vork Copteécis: These inelude reintainine lisison and
conferring wieth vericus overatine chiefs s other top level nersonnel
ithin the Arency to establish the needs v requirerents of the sepa-
rate oflices, stalfs, or divisions oi the [.rency for dlzesis or
analyses of information available to the Office of the Comptroller,
and, whenever necessary andé on assirmment, meeting with other top
level officials in other U, S Governwent Srencies.

I,

Ya opucial Tactorss lione

Ie dob Fequliresants:

Inevmbont muwt have a backeround in both Government and commercial
<coountine supplenented by a mewledge of methods in the analysis of
miscellancous revorts &l financial stotements and in statdsideal and
whic presculation, The ability to write complete reports and other
danatory material in support of charts, statistical tables, and
cvinaneial statements is prerequisite to the position. Incwmbent must
be thovourhly familiar with the organizational pattern and functions of
ohe Adgency as well as of its rezulations and adeinistrutive and sccoumtb-
ing policies, and be capable to assume direction of as any subordinates
dg are nogessdéry to complete assismments,

s Job Provrsssions

Prosression to this pesition will nommally be from a subordinate
wsesition in the Program snalysis ftaff, Yowever, mronotion and/or ree
assigment mar be made frox supervisory positions within the 0ffice of
0@ Lomntroller nrovided the candidate meets the requirements listed
LDOVE .

P EY

“iile dhyslcal Demands: O minor import,

e igtinsuishing Features:

‘his position is distinruishable from lower-cruded staff accomnting
posivions in that the incwmbent is charped, on assimmments y with complete
respenslibllity to perform in a major work area in planning and conducting
iighly technical analyses. Incurdbent must estimate man-power and equip-
et reuuirensnts to complete assignments within allotted time limits 3
rugt reassimn semments of the work o subordinates, and must assume row
saoneibility for the successful comnletion of all arojects assioned,

Approved For Release 2000/06/13-: CIA-RDP78-05551A000100070004-5
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Te Ursanization iission

“he frogran inalysis Staff is res ponsible for furnishing advice to
e Lompiroller and ton A~ency Officials based on analyses and evalu=
imns of major Lrency operaiional and supuort programs. To wet this
resoemslibility, the SHaff nlans and develons policies, procedures s
suawiards, and techniques for the review and analysis of Arency nro-
piwuig, orojects, finecneial activities, and roports; eonsolidates avidile
dizle data and oresents comrehensive ard analytical progress reports

o the various orzanizitionsl elements of the Avencys utilizes nertinent
dita, wilch the btaff has collected and anu yzed, to assist ton level
oificials of the irencr, uho are envased in progrem andfor projeet plane—
ing, in determining the edvisability of wndertaking such proprans and for
projects; makes recommendaitions based on its i indines for initiation,
ravision, amniification, or simplificution of accounting, reportin:, or
other procedures; and, Tunctions renerally as a source for anclyses of
financial stoterents and rencrts within the Office of the Comptroller,

Byers

Lle O o s
A At et

W hesountant, G512, wnder veneral supervision as desirnated by th
&f or Temty Chief, “rorran analysis Staff, on the basis of back: rowmnd
xperience in anal-tical, accomtine, and statistical methods s and

Wit responsibility for carryine out the more difficult project assign-
s on major Leency cperational and supnort prosrans, analyzes, evalie
Ss and reports on such procrams as a nart of a commrehensive orogran
vhose parpose 15 to furnish current snd accurate information and data to
the LUCT and other ton nolicy-makine officials concerning the rrogress,
fuccess, < ootential value of the programs as they relate to the cver-
“11 heeney nission,

Zile abure and Varietv of Duties

Undler ceneral sunervision » Subject to review by superiors s and as
wosined, plans and conduets hishly technical analyses desioned to -
wveluate the resnlts of financial transactions of the fgency in the
conduct of its oderational and supoort prorrangs in discussion with
superiors, in meeting with vivision and Staff Chiefs, or {rom persconal
: ledre nf the varions fields of operations, ascerteins the quantity
smality of the data which are available throughout the Agency and
2iden should bo considered in the conduct of the studys from the
»espeoclive sources, selects the material nertinent te the study; pre-
(Ares statenents to furnich a eomorchensive nsieture of the finuncisl
progress or sosition of the Agency with full consideration of such fac-
tors as losses, sost distrintion s valvations, and prosran accomplishe
T3 composes exnlanatory rwterial necessar” o accorpany the finished
neludine deserintioms of prosress and nrosran evaluations

-8
b
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HT = PHOGRAN AVALYSIS STAIF - (Swl2 ~ Continued

O m:«:ff.:»“—mu,bkw vv-.x.a.ﬂ'?z of "utlﬁﬁ' Continued
nervises and instructe subordinates assisned fronm time to time to assist
exucuting the more Johadled pertions of assipnments; reviews and ap-

, stical, finenciel, or other iibles, mrts, oy material pre-
seped oy subordinetess mekes recomnendaltions as o form, content, manner

i L.Uhuuzauui.f)ﬂ, ellsy Ci 1‘@:10“‘%;3 pmpax'ef? by the Stafl and suggesis

in cecownbing or reporhiag procedures te rprove the guality of
Coi dabas and, performs ciher Lusks as assipned,

Ry e B
GWGE DAL

Tve wtandord Faclors:

supervision:  neumbent is responsible for the supervision of
auy lower—creded Htalf enployees who may be assimed frem time to
i to agsist in the presarqiion of financial scnu.ales, stam
deal wJ].CS, cﬂo.rta, or other material for use in finished
Ases or studles of assipned projects,

s

Louoe il bifect of work: Analyses developed by incumbent
4 woul to enable management to Lase decisions regarding
siepad olanning on past performance, fccouracy of findings
1o #n escontial requirenont.

WG

(ST N

Lraorvision aud Guidance Feceived: Incunbent operates under
G pvision oi & suncrior as deslrmated Ly tha Ghiel of the Progran
xul vais Stall and is sub *}act to peneral puldance on procedural
peobless,. Other sources of guidance include Admin istrative and
progran poliey regpulations of the Sgency, contracts or other
sreenents nerotiated by the apgency, recognized anaiytical, statis—
m.mﬂ., and accounitinc orocedures, and the regulations ol other
e e Gowerment Gureaus and drencies to the extent applicable to
syoblanyss a8 hande.

Veabold Demgnds: Incurbent must have a well-rounded lnowledge
of the various types of action prograns, projecits, and related
sobivities undertulien by the irency as well as of the accounting
mathcds and reporting vrocedures which hawe been insialled to pro-
vido for their conlrel by managemont.

PCeEonal "ﬁer;- Contacts: These include contactingy officiuls of
Lrency el oae ivision and Staff Chief levels or their assistants
to debersine the guantiity ami cuality of duata whieh are availabls

Lo wwat ne rc.iu.we rents of assimments at hwande

ve sl jaclorg:  one
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J0b Heculperenis
Dngumbont must have 4 background in both Covernment and coomercial

czocwrbing together with sarze trammg in finaneial stotement analysis
avd ﬁ:mu.!ﬂ} Lz_cza'* oresentailon, and must be able W prepire dralts or

Pinighed staterents in writing in support of any dnal_;bs.cal findings.
mmdledre of the organizational paittorn and functions of the Acency

and of d%e ra miaiions, and adndolstrative wnd accombins 5o0d
regired,

M -
ot oaer Yo
oOGErs 35

ton will normally be from & subordinate
5 sis Staff. Tlowever, promeiion and/or

& fro., supervisory positions within the 0Ifice
n’om:lw the candidate meets thoe reavivaronts

e Paysical. vorands: O pminor Innord,
. Sisbinenishine Footures:
B g

shable from lower-praded stalf accounting
: ir ,mm;.‘ ‘u 5 held res-xxnsu.bls for corrying oub 811
; dealding with & ¢ n::i}.zzta, aroject or progran Gpoer-
one n this eopecity i ,u,l aiso be noeessary, frow tlre W tine,
Tor dhe tnowahent o coerelse supervision over subordinataes desirnated
bo azgsist in copnletion of *he ;.L.gsig_fmzmt.
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Lo Upranization iiission

The Progran analysis Staff is responsible for furnishins advice to
he Uomptroller and top Apency Officials based on analyses and evelue
avions of major Acency operational and supoort programs.  To meet this
respunsibility, the S4uafl pluns and develops policies, procedurss,
standards, and techmiques for the review and amalysis of .izency PrOEIs,
srojects, fineneial aetivities, and reports; consolidates available data
and nresents comprehensive and analyticsl progress reports on the var-
ious oreanizational elenents of the Arency; utilizes perbinent data,
vnieh the Stalf has collected and analyzed, to assist top level officials
of the Agency, who are enpaged in program and/or project planning, in
determining the advisahility of undertakine such programs and/or projectss
nzkes recomsendations based on its findings for initiation, revision,
amplification, or simplification of accounting, reporting, or other pro-
cedures; and, functions generally as a2 sowrce for analyses of [inancial
statements and reports within the 0ffice of the Comptroller.

ile  Job Sumarve

48 ~ecoountani, (5~3, under general suvervision of a superior as
susipned, and on the besis of experience or training in anelytical,
sdozounting, and statistical methods, is held responsible for anslyzing,
avalusting, or resorting on assirmed segments of major mro jects or for
conplete analytical reviews of relatively smaller orojects zs & wart of
@ conprehensive orosran o farnish current and accurate information %o
the DUL and other top policy-making officials eoncernin- the DICEYesSs,
cueccess, and notentdal value of the ovroeran in relation to the over-all
Lpenoy nission.

o

tiite Hature and Variety of Duties:

vader general supervision performs, as assi.ned, a variety of stuiies
d analyses of & technical aceounting or stutistiecal nature relasted to
ohie financial transactions of the Jrency in the conduct of its operwtional
wid support programs, in eccordance with instructions fron superiors s for
wie purpose of wresenting evalustions of specific coerations and »
incldent thereto, making recormendations for the revision of operating or
reporting procedures in order that program accamplishment rméyv be mescured
sore effectively; analyzes and provides in surmery foms for use bv
supericrs explanatory and suoporting financial information coneernineg
“ebnods employed in the treabment of cost disiribution, ésset valuation s
29Cey ineluding recomendations for changes in such methodsy as agsined
ardd instructed, prepares cost analyses of varlous operaiing or house-
goping Dunctions to measrre their efficiency in relation to cost and
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and Varicty of Juties Continued

yroest riate rmethods of operallion wierever & Change appedrs desirable
1t Res v 3 estanlishes and waintains necessary contacts with other per-
sennel within the a-encyy end, periorms related dubies as requirsd.

TV, :;tundtild I'BL-'COru.

ol - e R [Rirr

Supervicion:  Incumment will not be required o supervise lower—

S e o

oraded oersnﬁ“ei except in unvsual and relatively rare instances.

“cope and Frfect of Jork: Analyses prepured by incumbent, al-
Though SuUbjECt o review by superiors, must be accurate in thelr
findincs becavse of their ultimate use by nanagement in making
Jeterminations concerning future action or administrative programs.

Suservision and (uldance Receilved: Tneumbent, cperates on

ansigmed projects under the supervision of & designated superior

and suech degipnation mey be subject to change as new job assign~
cnts ure made. Supervision will be on technical, procedural, or
w1 problems te the oxteat necessary. Jtaer sources of guidance
ilable to ineumbent include administrative and program ﬁOllCJ
wlations of the .iveacy, recognized analyticul, “bdtlotmﬁdzg ana
anting procedurss, and the rogulations of other L, w. covein=
nreans and Apencies to the exbent applicable tc the provlens

AT IR .

t

Contal Lomands:  incunbent must have the initiative W acquire
5 welleromded knovwledge oi the various types cof action programs,
nrejects, and relatved activities undertaken by the i ency ;n
cddition to having a thorough understanding of the dnplxc. ion of
secomting methods and reporiing procedures which aave becn installed
to arovide Por the control by management of aAgency agbivities.

N Z.‘I

vorsonal Jork Contacts: Contacts will be saintuined with Stalf
j vi“ﬁan Sersonnel to the extent necessary to aid in the efficient
ion ol asolinmesnts,.

ione

Paeurbent ast pessess experience or training in the iield of both
Laverarent and commercial accounting, statistics, and financial or
siabistical Mml\f.) i5e
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